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INSTRIJCTIONS: See Publication No. 76-F(M-1 for instructions on completing this form. Forward signed original to 
. .  . . Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 

- 

Attention: ;Scheduling Section. 84 0s 0 q - d  
FOR A G E N C Y ~ S E  -. 1. Agenq Address FOR RECORDS MANAGEMENT USE 

i ippiication ~ s t e  T- Georgia  Bureau of Invesjigation Application Number 

~ 87-074 i 5/3/84 Personnel Of f i ce  
m_-_.__l___l _I 

Date Received Date Completed 
1001 International Boulevard 
At lan ta ,  GA 30354 

_.___ 

MAY o 7 1984 I ,All6 2 8 1989 
ipplication Number 

-__~ , _ _ ~  ._--._-._.__.l-l - 

iar l ies t  Inactive Latest 

Presen t  1980 1 /Lm!l Permanen t  ._I-_- Record Fi les  _i-- ~ ._ ___ ._ 
i. Division and Office Function What is the function of the Division and the Office in which this record series i s  created? - - 

These f i les  accumula t e  in of f ices  responsible for Personnel Administration, bu t  may include 
o the r  offices charged  with t h e  responsibility for  maintaining t h e  off ic ia l  record copy of 
personnel records  received from branch, field, o r  o the r  associated offices.  

See a l so  Attachments #1 ,  82, and 83. 

*=cord Series Description 

Documents relating to: 

This file contains the following documents (include form numbers and rirles, i f  anyJ: 
Attach Mmples of the file. 

adminis ter ing a c t i v e  Stake employees and to maintaining records  
needed for  documenta t ion  during the i r  employment .  

copies  of fo rms  required o r  used by t h e  S t a t e  Merit  System and Employees'  R e t i r e m e n t  
System, including: application for  examination/eniployment; requests  for cer t i f ica t ion  c e r t i f i c a t e s  
of appointment;  personnel ac.tions, per formance  reports ,  t ra ining records;  l e t t e r s  of recomrnenda- 
t ion or commendat ion;  records of disciplinary act ions,  including l e t t e r s  of warning o r  caut ion;  
communicat ions in te rpre t ing  m a t t e r s  of policy; appl icat ions for  weal th  .Insurance and Re t i r emen t  
System membership and re la ted  enrol lment  da t a ;  earnings records  and re la ted  withholding and deduc- 
t ions records;  l eave  and leave  computa t ion  records;  f ingerprints,  Oa ths  of Off ice ,  Background in- 
vestigation, a u t o  wreck information and workers  c o m p  information; and s imilar  documenta t ion  
appropriate  for  inclusion in an  individual's ac t ive  personnel folder. 

included 

' 

i '  

File i s  arranged; , Alphabetically by narne of employee. 
\ 

-_ 

- 

:. Monthly Refereica Rate How often are records referred to which are: 
' 10 
~ 

One to six months old L-; Seven to twe lve  months old --; Thirteen to twenty-four months old --, 

I. Annuel Rate of Accumu auon of Rsmrdi  
Letter-size drawers 

twentv-five months and older -..--? __--- .̂ c_ 

1 . - : Legakize drawers ---A, 1 .  Shelves ~ ..___; Other (SpecifyJ ___ 
I 



~ _ _  ~. --I- _- __ _ _ _ _  . - . . - . -l. 

- .-.-..--.. . .x__. . ~ ~~~ 

i 
8. When one or two documents in the file make it necessary to keep the entire f i le for a long period, couid these 
AQcumwta.be.sche!juled laear&? --I .-~___I ~..__-- -~ . .. . 

_ i a ~ ~ ~ ~ n ~ @ ~ ~ ~ s l e u ~ ~ . e ~ ~ r a u b l j s h ~ d ? _ .  .IfXLanazh-caa~~ ~. . . . . . 
i 

! 
... Jf v e r d e r e ?  O n ~ . a . r . t i a l  d u p l i c a t i ~ n ~ . M e r i t S ~ ~ e ~ ~ . _  ---._ ________~~_I_ _____ .~ .. j . .  x 

_ L _ ~ ~ r . t e e i a ~ ~ i ~ ~ o ~ - ~ ~ ~ i ~ . r ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ e ~ - - - ~  ~ _____-_ - _ _  ~ . .~ . I 
s Rnentlon Rquirernents The following requires the series to be kept: 

a. State Law ~ ~ _ _ _ _ _ _ , y e a r s .  . . d. Audit period ~ ~- years. 1 
b. Statute of limitation -~-.---years. e. Administrative need  is^____ ~ -..'!oar;. 
c. Federal law ' ' ' ___~__-..., years. f. Federal retention instructions - - v e m  j 

I 

nttach c w y  or excert of laws or regulations. Explain administrative need. SEE ATTACHED MEMORANDUM .~ - -, - 
. .  . . .  ATTACHMENT #I  

_-_________.____ _lc- --1--1------- ----_I_ .-.1-___ .__ -- ~- 
4pprovod Disposition lnstiuctions This agency recommends that the file series be cut off a t  the end of each: 

@ Calendar Year: 0 Fiscal Year: 0 Other 
.. . . -  - 

*', 
~ ____ 

0 Hold In the current files area ----month(s) 

W Transfer to  State Records Center: hold z & _ - y e a r ( s ) ;  then 
E4 Destroy. 
@Transfer to State Archives for permanent retention. 
n Other (SpecifyJ 

2 - - yeark); then 
1 . Transfer to local holding area; hold ----.--year(s): then 

See A l s o  ATTACHMENTS #2 and #3. 
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Ihese instructions apply to a l l  prior and future accumulations of the series. 

f$6 50 7 */ 
>mmendations in para- 

' we approved. State Audi:or/Designee 

Seaetary of State/Dcsignee 

-.I -.--I- -___- ___- 
I__----_Ic 

- . ~- . . . 

Date i 
! .-. . . 


